senders address

on the top
rignt-hand side

date on the
right-hand

Aide

an informal
greeting, 2.4.
Dear’... or Hello’...

an introduction
that sets out

the purpose o
Uﬁe lﬁ,t,tzr ’




more details are
given in next

poragraph (s)

a conclusion finishes
the letter or sets out
what the sender wants
the recipient to do next

ends with
from’, ‘hest
wishes’ or Lowve’

copital letter
to ,p,u.,n.,c,tu,a,tz Vol
sentence




copital letter
for people

copital letter
for ploces

copital letter
or daoiys
o) the week

caopital letter
for the personal
pronoun ‘T’




full stop

ideas and
sentences

joined with the
conjunction ond’

LOMMON 2XL2PLLon
words spelt
correctliy

,c,a,m.,p,cw,n,d. W.oxrd



,p,rzgf,m ‘un’ used

plurals spelt
correctly

adding supffixes
-ing -ed -er to
a verb

,a.,d,,cij.,n,,g /s,,u,; AX2A
-exr or -eAsl to an
,a.,dai ective




question JoWelgJ
exclamation
IR

adjective to
Adescribe and

add detail




